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Supplier — Oracle Supplier Portal Basic Navigation Quick
Reference Guide

Introduction:

This Quick Reference Guide (QRG) provides information on navigating through the new
Oracle Supplier Portal including:

Logging in and navigating the Welcome Springboard
Session timeout and sign out

Navigating the Supplier Portal screen

Search functionality

Overview of profile management
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Glossary
Acronym Meaning
PLCB Pennsylvania Liquor Control Board
PO Purchase Order
QRG Quick Reference Guide
UPC Universal Product Code
VMI Vendor-Managed Inventory
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Logging In

Link to eLearning video: Log In, Navigate the Welcome Springboard and Sign Out

1. Copy and paste the Supplier Portal link provided to you by the Pennsylvania
Liquor Control Board (PLCB) into your web browser.

Note: Use either Chrome or Edge to access the Supplier Portal. Bookmark the link for
future use.

2. Enter the User ID and Password provided to you by the PLCB.
3. Click Sign In.

Note: Remember to change your password after logging in for the first time.

Sign In
Oracle Applications Cloud

Brenda Hagan@beamsuntory.com

..........

Forgot Password

[Engiish v

The Welcome Springboard will appear.
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Welcome Springboard

The Welcome Springboard shows a Global Header, which you can find on every page
of the application. The Global Header contains some icons (Home, Watchlist and
Notifications) and the Settings and Actions Menu. You can use them to get to the tasks
you want to accomplish.

You can also use tiles on the Welcome Springboard to get to work areas where you do
your tasks. Suppliers will only have access to the Supplier Portal Tile.

Let’s review the key components available on the Welcome Springboard.

ORACLE

Good morning,

Supplier Portal

Things to Finish
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A. Global Header

The Global Header is the uppermost region in the user interface that remains visible
regardless of which page the user is on. The key tools available on the Global Header

are:

OoRACLE O P o .|
Ul Element Description
Home The Home Icon allows you to return to the Welcome

Springboard from anywhere within the application.

Notifications The Notifications Icon allows you to access any notifications
sent by the PLCB. For example, change order approvals.

Click on the natification subject line link to view its details.
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Settings and Actions The Settings and Actions Menu allows users to do some
general tasks, for example change preferences,
troubleshoot issues and sign out.

The options users see in this menu depend on their role. For
example, an administrator will see more options.

Settings and Actions

Personalization
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B. Supplier Portal Tile

The Supplier Portal Tile is the key area where suppliers will go to view and manage
day-to-day transactions with the PLCB.

Click the Supplier Portal Tile to access the Supplier Portal Screen.

ORACLE

Good morning,

Supplier Portal Tools Others

+

Supplier Portal

C. Things to Finish Section

The Things to Finish Section at the bottom of the Welcome Springboard provides a
qguick summary view of the tasks or notifications that require attention. For example, you
can approve or reject a new notification from this area without opening it, or review
updates from the PLCB on any change requests that were submitted.
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Supplier Portal Screen

The Supplier Portal Screen provides quick access to tasks and information relevant to

the supplier.

ORACLE
Supplier Portal
Task: o
1.93K °
The key components available on the Supplier Portal Screen include:
Ul Name Description
A. Quick Search Use to search for orders, agreements, shipments, invoices, etc.
B. Tasks

Provides quick links to various supplier tasks including Supply
Plan, Vendor-Managed Inventory (VMI), Orders, Agreements,
Shipments, Bailment Inventory, Profile Management, etc.

C. Infolets Infolets are small interactive widgets that give key information
and show what'’s going on in the areas users work on.

Users might also find something that they need to follow up on.

D. Supplier News | The Supplier News Section provides updates to any supplier-
related news and announcements made by the PLCB.
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Sign Out and Session Timeout

After users complete their tasks, they can sign out of the Supplier Portal. However,
sometimes they might get automatically signed out due to session timeouts. Below are
a few scenarios when the browser inactivity timeout happens.

e If they leave their browser idle for more than 30 minutes.
e |If they don't use the keyboard or mouse for more than 10 minutes.

Best practices for minimizing timeouts:

Sign in to only one active application instance.

Don't sign into the application in multiple browsers simultaneously.

Don't sign into the application in multiple tabs of the same browser simultaneously.
Sign out after completing work.

Note: Session timeouts are predefined and can't be edited.

Once done working in their application, users can sign out using the Settings and
Actions Menu.

Link to eLearning video: Log In, Navigate the Welcome Springboard and Sign Out

Sign Out

1. Click the Settings and Actions Icon to open the Settings and Actions Menu.

2. Select Sign Out.

ORACLE

Supplier Portal Settings and Actions

Search | Orders ~ | Order Number

Tasks

Supply Plan

Requiring Attention Re
« Manage Order Forecasts and Commits Lat

+ Manage Supplier On-Hand Quantities 33 on A tions Hel

Contract Manufacturing

- Manage Production Reports

Vendor-Managed Inventory 1 _65 K

« Manage Replenishment Requesis 1® Transaction Reports
Last 30 Days
Orders
PO Purchase Amount 796K USD

« Manage Orders
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3. Click Confirm to sign out of the application.

Sign Out
Oracle Applications Cloud

Logout Consent

Confirm your Single Sign-Off action
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Setting Preferences

Suppliers can use the Settings and Actions Menu to update their user preferences.

Link to eLearning video: Setting Preferences in Oracle Supplier Portal

1. Click the Settings and Actions Icon.

2. Select Set Preferences under Personalization.

Settings and Actions

Personalization

The Preferences Screen will appear.

Note: In this example, we will use the Preferences Screen to update the password and
time zone.
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3. Click Regional under the General Preferences Heading.

ORACLE

Preferences

General Preferences

Lan

Accessibility Settings
Password
Proxies

Watchlist

Service

User Notification Preferences

ii % Knowledge

© Preferred Knowledge Locale

The General Preferences: Regional Screen will appear.

4. Click the dropdown menu next to Time Zone.

ORACLE oBE 2 @

General Preferences: Regional Save SaveandClose | Cancel

Territory | United States v
Date Format | Midiyy (10/27/22) v
Time Format | hemm a (12:42 PM) ~
Number Format | -1,234.567 v

Currency | US Dollar v

Time Zunel (UTC-03:00) Godthab - Western Greenland Time (WGT) ~ I
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Page 13 of 43



PROJECT’W
Supplier — Oracle Supplier Portal Basic Navigation NENIZON
Quick Reference Guide

5. Select the desired time zone.

ORACLE [ =y

General Preferences: Regional Save | Saveand Close = Cancel

(UTC-11:00) Pago Pago - Samoa Time (ST)
(UTC-10:00) Honolulu - Hawaii Time (HT)
(UTC-09:00) Alaska Time (AKT)

Territory  (UTC-08:00) Los Angeles - Pacific Time (PT)

(UTC-07:00) Phoenix - Mountain Time (MT)
(UTC-07:00) Denver - Mountain Time (MT)

Date Format (UTC-06:00) Regina - Central Time (CT)
(UTC-06:00) Chicago - Central Time (CT)

Time Format -
(UTG-04:00) Santiago - Chile Time (GLT)
(UTC-03:30) St Johns - Newfoundland Time (NT)
(UTC-03:00) Godthab - Westemn Greenland Time (WGT)
(UTC-03:00) Sao Paulo - Brasilia Time (BRT)
(UTC-02:00) Norenha - Fernando de Noronha Time (FNT)
(UTC+00:00) London - Greenwich Mean Time (GMT)
Currency (UTC+00:00) Coordinated Universal Time (UTC)
(UTC+01:00) Belgrade - Central European Time (CET)
(UTC+01:00) Tunis - Central European Time (CET) =

Number Format

Time Zone (UTC-05:00) New York - Eastern Time (ET) ~

6. Click Save and Close.

ORACLE

General Preferences: Regional Saue Cancel

Territory | United States ~

Date Format | Midryy (10/27/22) v

Time Format | hmm a (10:46 AM) v

Number Format | -1,234.567 v

Currency | US Dollar v

Time Zone | (UTC-05:00) New York - Eastern Time (ET) Vl

The Preferences Screen will appear.
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7. Click Password under the General Preferences Heading.

ORACLE

Preferences

General Preferences

Regional

Language

Accessibility Settings

Proxies

Watchlist

Service
User Notification Preferences

ii‘ Knowledge

« Preferred Knowledge Locale

The General Preferences: Reset Password Screen will appear.

8. Enter [Current Password] in the Current Password Field.

9. Enter [New Password] in the New Password Field, then enter it again in the
Confirm Password Field.

10. Click Save and Close.

ORACLE

General Preferences: Reset Password

I' Current Password | sssssesess I
I * New Password | seesseeee I
I * Confirm New Password | sesssseee I

The Preferences Screen will appear.
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Searching in Supplier Portal

There are different types of search functions available to you:
e Quick Search
e Basic Search
e Advanced Search

Quick Search Examples

The quick search option is available directly on the Supplier Portal Screen.

Link to eLearning video: Searching in Oracle Supplier Portal - Quick Search Examples

1. Click the dropdown menu next to Search.

2. Select the required option. In this example, Orders.

ORACLE

Supplier Portal

Search | Orders Order Number

Tasks Shipments e
Invoices
Supply Payments

Negotiations Requiring Attention
« M Negotiation Responses  Commits

« Manage Supplier On-Hand Quantities 33

Contract Manufacturing
« Manage Production Reports

Vendor-Managed Inventory 1 96K

« Manage Inventary 1K

-+ Manage Replenishment Requests 407

Orders

nnnnnnnnnnnnnn
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3. Enter [Order Number] in the Order Number Field.

4. Click the Search Icon (Magnifying Glass).

ORACLE

Supplier Portal
)

Search ‘ Orders

V‘ Order Number [ 80003839 A

Tasks

Supply Plan

Requiring Attention
« Manage Order Forecasts and Commits

» Manage Supplier On-Hand Quantities

Contract Manufacturing

+ Manage Production Reports

1.96K

Vendor-Managed Inventory

« Manage Inventory 1K

« Manage Replenishment Requests 407

Orders

Manasa Ordar

Note: The search criteria will change depending on the option selected from the
dropdown menu next to Search. An example for shipments is below. In this example,
the system will perform an open search on all supplier shipments.

O N B o [0
pplier Po
A v <_/’f 7.
Search | Shipments v ‘ ‘ Shipment Number v | ‘

Tasks
Supply Plan

« Manage Order Forecasts and Commits

« Manage Supplier On-Hand Quantities
Contract Manufacturing

« Manage Production Reports
Vendor-Managed Inventory

« Manage Inventory 1K

- Manage Replenishment Requests

Orders

Requiring Attention

33

1.96K

407

The searched record details will appear.
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5. Review the purchase order (PO) Details.

6. Click Done to exit.

Main

4 General

Sold-to Legal  Pennsylvania Liquor supplier VM BEAM
Entity Control Board PP BRANDS CO Ordered 8,128.26 USD
Bill-to BU ENTERPRISE BU Supplier o (v | oUIS-03 L 0 K BKEBK 10K
Site Description n N
Supplier Amount (USD)
Order 80003839 Contact Source  pos 11g4
Agreement -
Billto PLCB-AP Supplier —
Status - Open Location OFFIGE Order View Details
Buyer Rituraj Thakur Ship_-to Des
Location
Creation Date  10/19/22
Terms Notes and Attachments
Required Shipping
Acknowledament None Method i

Order Life Cycle

pennsylvania
LiQu

R CONTROL BOARD

Page 18 of 43



PRO) ECTW
N

Supplier — Oracle Supplier Portal Basic Navigation NENIZON
Quick Reference Guide

Basic Search Example
The basic search feature is available on almost all the screens in the Supplier Portal.

In this example, we will use the Manage Replenishment Requests Screen to review the
basic search functionality.

Link to eLearning video: Searching in Oracle Supplier Portal — Basic Search Example

1. Navigate to the Welcome Springboard.

2. Click the Supplier Portal Tile.
ORACLE

Good morning,

Supplier Portal Tools Others

APPS

+

Supplier Portal

"F? pennsylvania
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3. Select Manage Replenishment Requests under the Vendor-Managed Inventory
Heading.

ORACLE

Supplier Portal

Search Order Number
Tasks o

Supply Plan
i Requiring Attention Recent Activity
« Manage Order Forecasts and Commits Last 30 Days
« Manage Supplier On-Hand Quantities 33 Orders opened 4
) 437 .
Contract Manufacturing Receipts 2
« Manage Production Reports
Vendor-Managed Inventory 1.96K
. Manage Inventory K
207

« Manage Replenishment Requests

Transaction Reports
Last 30 Days

Orders
PO Purchase Amount 793K USD

- Manage Orders
« Manage Schedules

= Acknowledge Schedules in Spreadsheet

Agreements

- Manage Agreements

The Manage Replenishment Requests Screen will appear.

Notes: The Search Section provides multiple fields (search criteria) that users can use
to filter and narrow down search results.

Fields marked with a single asterisk (*) are mandatory fields that must be filled out.
Fields marked with double asterisks (**) mean that at least one of the fields must be
filled out.

If there is no asterisk, the field can be left blank.

ORACLE

Manage Replenishment Requests @

4 Search Advanced | Saved Search | Application Default ~
** Request ** ship-to Location -
** Item v ** Supplier Site -
Item Description ** status ~
Supplier Item Submitted Date v fe
** Organization v ** Replenishment Life Cycle ~
** Subinventory v
Search | Reset Save...
Search Results
Actions w View v == B &

pennsylvania
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4. Enter the desired search criteria. For example:

Field Name

Description

Supplier Iltem

Enter [supplier SCC item number].

Ship-to Location**

Enter [Ship-To Location].

Status**

Select the applicable replenishment request status.

5. Click Search.

ORACLE

Manage Replenishment Requests @

4 Search

** Request
** Item

Item Description

Advanced Saved Search | Application Default v

** Organization

** Subinventory

Search Results
Actions v View v 4 F; t &

Request & W Status Item

I" Ship-to Location | DC4 v I
v ** supplier Site v
Supplier Item | 15010496103767 Submitted Date | m/d fe
v ** Replenishment Life Cycle v

Reset  Save...

Ship-to Location

Item Description Supplier Item Supplier Site

The Search Results will appear.

6. Click Done to exit.

ORACLE

Manage Replenishment Requests @

b Search Advanced | Saved Search | Application Default v
Search Results
Actions w View v o ki &
Request & W Status Item Item Description Supplier item Supplier Site Ship-to Location
15032 Closed 100000844 12-750 McClelland's Highland Scotch 15010496103767 P-KY-LOUIS-03 DC4
pennsylvania
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Advanced Search Example

The advanced search option is available on most of the screens in the Supplier Portal
where the basic search is available.

The advanced search option allows users to enter additional search conditions. The
search conditions on the Advanced Search Screen may differ from one field to another.

Typically, the following operators are supported:

Operator Description

Starts with Use this operator to find a partial match only at the beginning.

Ends with Use this operator to find a partial match that only ends with
relevant criteria.

Equals Use this operator to find an exact match to relevant criteria.

Does not equal | Use this operator to exclude the entered search criteria.

Less than Use this operator to include results lower in value than a value

specified.

Greater than

Use this operator to include results greater in value than a value
specified.

Less than or

Use this operator to include results less than or equal to the

equal to value specified.
Greater than or | Use this operator to include results greater than or equal to the
equal to value specified.
Between Use this operator to include results between a particular range.

Not between

Use this operator to exclude results that fall between a
particular range.

Contains Use this operator to find a partial match.

Does not Use this operator to exclude attributes specified in the field.

contain

Is blank Use this operator to include blank values for the searched
attribute.

Is not blank Use this operator to exclude blank values for the searched

attribute.

Link to eLearning video: Searching in Oracle Supplier Portal — Advanced Search

Example

pennsylvania
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In this example, we will use the Manage Orders Screen to review the advanced search
functionality.

1. Navigate to the Welcome Springboard.

2. Click the Supplier Portal Tile.

ORACLE

Good morning,

Supplier Portal Tools Others

+

Supplier Portal

3. Select Manage Orders under the Order Heading.

ORACLE

Supplier Portal

Tasks o

Supply Plan
Requiring Attention Recent Activity
« Manage Order Forecasts and Commits Last 30 Days
« Manage Supplier On-Hand Quantities 33 Orders opened 4
7
Contract Manufacturing 3 Receipts 2
« Manage Production Reports
Vendor-Managed Inventory 1.96K
« Manage Inventory K
407

« Manage Replenishment Requests Transaction Reports

Last 30 Days
Orders
PO Purchase Amount 793K USD
= Manage Orders
» Manage Schedules B Schedules Overdue or Due Today
h M Forecast Changes
» Acknowledge Schedules in Spreadsheet New Forecasts
B Invoices Overdue
Agreements

« Manage Agreements

The Manage Orders Screen will appear.
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4. Click Advanced to switch to the advanced search.

ORACLE

Manage Orders @

Headers  Schedules

No search conducted.

Columns Hidden 24

4 Search
Sold-to Legal Entity N Order
Bill-to BU v Status v
Supplier Site v Include Closed Documents |No v
Search | Reset  Save...
Search Results
Actions w View w Format w v 2 Detach
Order Order Date Description Supplier Site Buyer Ordered Currency Status Life  Creation

[rereees Jarso s sves e e .

Cycle Date

The Advanced Search Section will appear.

Note: Here users can choose a combination of fields and operators to narrow down

search results.

ORACLE

Manage Orders @

Headers  Schedules

No search conducted.

Columns Hidden 24

4 Advanced Search Basic Manage Watchlist | Saved Search | All Orders v
Sold-to Legal Entity Equals v v Order | Starts with v
Bill-to BU | Equals v v Status | Equals v v
Supplier Site | Equals v v Include Closed Documents  Equals v | No v
Search Reset Save.. AddFields v  Reorder
Search Results
Actions v View v Formatw  §E & " Detach
Order Order Date Description Supplier Site Buyer Ordered Currency Status CI;/itf:ele gz:tion

pennsylvania
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5. Select Starts with from the dropdown menu next to Order.

ORACLE

Manage Orders @

Headers  Schedules

4 Advanced Search
Sold-to Legal Entity | Equals v
Bill-to BU | Equals v

Supplier Site | Equals v

Search Results

Actions v View v Format w 3 Ly

Order Order Date Description

No search conducted.

Columns Hidden 24

Detach

Supplier Site

Basic | Manage Watchlist | Saved Search | All Orders

Order | Starts with
pr——
Starts with ]
Status o

Equals

Does not equal

Less than

Less than or equal to
Greater than it | Save..
Greater than or equal to
Between

Not between

Contains

Does not contain

Is blank

Is not blank

Buyer Ordered Currency Status

Include Closed Documents

Add Fields v  Reorder

Life  Creation
Cycle Date

6. Enter a search query in the Order Field. In this example, 8.

7. Select Equals from the dropdown menu next to Status.

() Le

Manage Orders @

Headers  Schedules

4 Advanced Search
Sold-to Legal Entity | Equals v
Bill-to BU | Equals v

Supplier Site | Equals v

Search Results

Actions w View v Fomatw 52 [y

Order Order Date Description

No search conducted

Columns Hidden 24

Detach

Supplier Site

Basic Manage Watchlist Saved Search All Orders

Order  Starts with vI 8
v

Status Equals

Starts with

Include Closed D:

Does T
Less than
Less than or equal to

Greater than

Greater than or equal to

Between

Not between

Contains

Does not contain
Buyer Is blank Status

Is not blank

it| save..

Add Fields ¥ | Reorder

Life  Creation
Cycle Date

pennsylvania
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8. Select the desired status from the second dropdown menu next to Status. In this

example, Open.

ORACLE

Manage Orders @

Headers  Schedules

4 Advanced Search
Sold-to Legal Entity | Equals v =
Bill-to BU | Equals v v

Supplier Site| Equals v v

Search Results

Actions v View v Formatw i [ " Detach

Order Order Date Description Supplier Site

No search conducted.

Columns Hidden 24

Basic Manage Watchlist Saved Search All Orders v

Order | Starts with v)e

= V

Include Closed Documents Equals v | No v

Search | Reset Save.. AddFields v | Reorder

Life  Creation

Buyer Cycle Date

Ordered Currency Status

Note: Users can also add additional fields to an advanced search.

9. Click Add Fields.

10.

Headers  Schedules

4 Advanced Search
Sold-to Legal Entity | Equals v v
Bill:to BU | Equals v w

Supplier Site | Equals v v

Search Results

Actions w View w Format w H Ly Detach

Order Order Date Description

No search conducted.

Columns Hidden 24

Supplier Site

Select the field to add to search criteria. In this example, Document Style.

Basic = Manage Watchlist | Saved Search All Orders v
Order | Starts with v | B

Status | Equals v | open v

Reset  Save.. | AddFields v J§ Reorder

Include Closed Documents | Equals v | No v

Search
Acknowledgment Due Date
Bailment Terms Enabled
Bill-to Location :
Buyer Ordered Cu ::"u"

Buyer

Change Order Status
GClosed Date
Creation Date
Currency
Description

Document Style

EffectiveEndDate

The Document Style Field will be added.
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11.  Select the desired option from the dropdown menu next to Document Style. In
this example, Bailment Order.

Headers  Schedules

4 Advanced Search Basic Manage Watchlist = Saved Search Al Orders v
Sold-to Legal Entity | Equals v v Status  Equals v | Open v
Bill-to BU | Equals v » Include Closed Documents | Equals v | No v
Supplier Site | Equals v v Document Style Equals v v X
Order | Starts with v|8 I Ballment Order I

Non-Bailment Order
ds v = Reorder

Search Results Always select this option — Produ

Bailment Order

Actions v View v Fomatw FE ¥ F Detach
Complex Work Purchase Order

Creation

Order Order Date Description Supplier Site Buyer Ordere configure to Order Purchase Order le Date

No search conducted. Consignment Order

Columns Hidden 24
DNU-Purchase Order-DO NOT U

Merchandise Order

Search.

Note: Suppliers will only use Bailment Order and Non-Bailment Order document styles.

12. Click Search.

Headers  Schedules

4 Advanced Search Basic = Manage Watchlist Saved Search | All Orders ~
Sold-to Legal Entity | Equals v v Status | Equals v | Open -
Billto BU | Equals v v Include Closed Documents | Equals v || No v

Supplier Site | Equals v - Document Style Equals v v X
Order | Starts with v| 8
Resel Save... | AddFields ¥ | Reorder

Search Results

Actions w View v Formatw  §F By Detach

. - Life  Creation
Order Qrder Date Description Supplier Site Buyer Ordered Currency Status Cycle Date

No search conducted

Columns Hidden 24

The Search Results will appear.
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13. Click Done to exit.

ORACLE

Manage Orders @

Headers  Schedules

» Advanced Search Basic | Manage Watchlist Saved Search | All Orders v

Search Results

Actions v View v Format w S 5 B " Detach
e T Life  Creation
Order Order Date Description Supplier Site Buyer Ordered Currency Status
Cycle Date
80003842 10/19/22 P-KY-LOUIS-03 Thakur, Rituraj 758,861.80 USD Open 10/19/22
80003724 9/21/22 P-KY-LOUIS-03 Robinson, David 758,861.80 USD Open 9/21/22

Columns Hidden 24
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Save a Search

Users can save one or several frequently used search criteria for a particular screen in
the Supplier Portal.

Below are the steps to save a search using the Manage Orders Screen as an example.

Link to eLearning video: Saving a Search in Oracle Supplier Portal

1. Enter the desired search criteria in the Search Section.

2. Click Search.

ORACLE

Manage Orders @

Headers  Schedules

4 Search Advanced | Manage Watchlist | Saved Search | All Orders v
Sold-to Legal Entity - Order

Supplier Site v Include Closed Documents | No v

.‘" it

Search Results

Aclions w View w Formal w  § b Freeze Detach

Life  Creation

Order Order Date Description Supplier Site Buyer Ordered Currency Status Cycle Dats

No search conducted

The Search Results will appear.

Note: You can also customize the columns you would like to see on the screen using
the View Menu. Adding or removing columns will change the layout of the page going
forward. You cannot customize columns for each saved search.
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3. Click Search to expand the Search Section.

4. Click Save...

ORACLE

Manage Orders @

Headers  Schedules
Sold-to Legal Entity ‘ -
Billo BU | -
Supplier Site ‘ -
Search Results
Acions w Vieww Fomatw # 5 Freeze [u' Detach Wrap
Order Order Date Description
80003325 728122
80003323 728722

| Agvanced | Manage Watchiist | saved search | AllOrers

Order |

staus | fopen

Include Closed Documents | No v

Supplier Site Buyer Ordered Currency Status
P-KY-BARDS-01 Callier, Adam 1764000 USD Qpen
P-KY-BARDS-01 Callier, Adam 1176000 USD Open

Life Creation
Cycle Date

12822

1728722

The Create Saved Search pop-up will appear.

5. Enter [appropriate Name] for the search in the Name Field.

6. Select the Set as Default Checkbox if this search is to be the default criteria.

Note: If users need this search to automatically run every time they visit this page,

select the Run Automatically Checkbox.

7. Click OK.

"EW ennsylvania
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Create Saved Search

* Name
Open Orders

Set as Default

| Run Automatically

e 23
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Note: The search will be saved under the dropdown menu next to Saved Search and
will default every time the page is visited in the future.

ORACLE
Manage Orders @
Headers  Schedules
4 Search Advanced Manage Watchlist Ii:wed Search | Open Orders v I
Sold-to Legal Entity v Order
Bill-to BU ~ Status | Open
Supplier Site v Include Closed Documents | No v
Search Results
Actions w Vieww Fomatw 58 [y Freeze Detach
Order OrderDate Description Supplier Site Buyer Ordered Currency Status Life  Greation
Cycle Date
80003325 7128122 P-KY-BARDS-01 Colier, Adam 1754000 USD Open o T
7128122 P-KY-BARDS-01 Colier, Adam Open o T
80003276 21722 P.KY.BARDS-01 Collier, Adam Open o 721722
P-KY-BARDS-01 Conversion, User 112 867 56 USD Open W 6/9/22
P-KY-BARDS-01 Conversion, User 848 USD Open o em2
PLKY-BARDS-01 CGonversion, User 97 . o122
P-KY-BARDS-01 Conversion, User 10144382 USD Open W 6/9/22
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Search by “Query By Example” Function

The “Query By Example” function provides access to a row of fields that precedes the
table column headers. These fields then can be used to further filter the data in the
table.

This function is available on any screen where a grid or table exists.

The below steps show how to use the “Query By Example” function on the Manage
Order Forecasts and Commits Screen.

Link to eLearning video: Search by “Query by Example” Function

1. Navigate to the Manage Order Forecasts and Commits Screen.

2. Perform a blank search.

ORACLE

Manage Order Forecasts and Commits &

z z PV SR,
4 Search Advanced | Manage Watchlist | Saved Search  Appiication Default v
Supplier - Item Description
Supplier Site - Supplier Item
Ship To , Collaboration Plan -

Item - * Current Planning Cycle | Yes v

Status  Collaboration Plan &% Shipto Organization  Ship-to Supplier ship To Supplier Site &% Procurement BU Item Category item as

Search Results

Actions ¥ View ¥ j: RN ¥

The Search Results will appear.
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3. Click the Query By Example Icon.

ORACLE

Manage Order Forecasts and Commits @

Hr B E

b Search Advanced | Manage Watchlist | Saved Search | Application Default v

Search Results

Status  Collaboration Plan &7 Ship-to Organizatiom & Ship-to Supplier Ship To Supplier Site &% Procurement BU Item Category Iterm ax
©  PLCB Collaboration Plan 5004 DC4 P-KY-BARDS-01 ENTERPRISE BU 100000280
o PLCB Col 9005 DCs P-KY-BARDS-01 ENTERPRISE BU
(1] PLCB Col 9004 DC4 ENTERPRISE BU
0 PLCB Collabo 005 ENTERPRISE BU 100000281
(1] (] PLCB Col 9004 DG4 FLKY-BARDS-01 ENTERPRISE BU
0 0 PLCB Collaboration Plan 9005 DCs P-KY-BARDS-01 ENTERPRISE BU

A row of fields will appear above the column headers.

4. Enter the desired search criteria in one or several fields.

Note: This allows users to further narrow down search results in addition to any criteria
entered on the Search Section.

ORACLE

Manage Order Forecasts and Commits @

IV A LY.

» Search Advanced | Manage Watchlist | Saved Search | Apphication Default v

Search Results
’

Status  Collaboration Plan &9 Shipto Organization  Ship-to Supplier ship To Supplier Site &9 Procurement BU Item Category Item as

[

PLCB Col
PLCB Col
PLCB
PLCB

e e e o

O 00000000 ODOO0

5. Press the Enter key on the keyboard.

The Filtered Search Results will appear.
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6. Click Done to exit.

ORACLE

Manage Order Forecasts and Commits @

» Search
Search Results

Actions v View w

'

Status  Collaboration Plan

8

LT

& ¥ Ship-to Organization Ship-to Supplier Ship To Supplier Site & ¥ Procurement BU Item Category Item av
I o PLCB Coltaboration Plan 9004 P-KY-BARDS-01 ENTERPRISE BU 100000290 I
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Searching on the Manage Products Screen

The Manage Products Screen in the Supplier Portal is used by the supplier to create
items and update attributes for existing items.

However, supplier-requested items and item changes will only be active once approved
by the PLCB.

Link to eLearning video: Searching on the Manage Products Screen and Saving the
Search

1. Navigate to the Welcome Springboard.

2. Click the Supplier Portal Tab, then click the Supplier Portal Tile.
ORACLE

Good morning,

Supplier Portal Tools Others

APPS

—

Supplier Portal

"F? pennsylvania
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3.

Click Manage Products under the Products Heading.

« Manage Agreements

Shipments

Manage Shipments
« Create ASN

« Create ASBN

« Upload ASN or ASBN
« View Receipts

« View Returns

Bailment Inventory

« Review Consumption Advic

« Review Bailment Inventory

« Review Bailment Inventory Transactions
Invoices and Payments

« Create Invoice

.« Vi

nvoices
« View Payments
Negotiations
« View Active Negotiations

« Manage Responses

Products

nage Produc
Company Profile

« Manage Profile

Supplier News
Attention Suppliers:

A few updates are needed to your Supplier Profile to facilitate communication between your organization and
the PLCB. Instructions for each of these tasks can be found in the Updating Supplier Profile using Supplier
. Please take the actions below as soon as possible.

1. All suppliers are encouraged to establish an administrative contact in the new Qracle Supplier Portal as
a designee to recelve PLCB communications for your organization. Use steps 12-14 on pages 5-7 in
the Quick Reference Guide to make this update.

2. The administrative contact should designate an accounts receivable role to one of the contacts
associated with your supplier profile. The accounts receivable contact will be the single person to
receive the remittance advice report that was mistakenly shared with an overfy broad audience last
month. Use steps 12-14 on pages 5-7 in the Quick Reference Guide to establish the AR contact.

@

Finally, please update the Tax Organization Type from “unknown’ to & valid value for your company (S
Corporation, etc.). At present, the portal is experiencing issues updating supplier contact information for
suppliers with no valid tax organization type entered. Use step 20 on pages 12-13 in the Quick
Reference Guide to complete this task.

Thank you for your prompt attention to this matter.

Attention Suppliers! Please designate an Administrative contact in your Supplier Profile

who will receive ges from the PLCB.

The administrative contact is the person in your

Attention Suppliers: Remember to select Submit when updating your profiles.

Remember to select Submit after making updates to your supplier profile. Selecting Submit will send your
change requests to the PLCB for review and approval. Changes are not made to your supplier record until they
have been approved by the PLCB.

Thank you!

The Manage Products Screen will appear.

4. Click Show Filters to view all the available filters.

ﬁ pennsylvania
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Manage Products

Products Product Uploads Product Upload Schedules
39 Accepted 1 2 1nReview 4 0 0
0 :.formzuan 4 Successtully
equested Draft Uploaded Active Completed
- v
Search My Products X
Actons w Vieww <k 4 5 | Update Products
Status Product Description Last Review Message Last Saved Category
] 100121212 WHISKEY -TEST 1014122 3:23PM Parent Spirts
] Bourban 102 10000000002 10114122 251 PM Nan Stock Spirits
] 10000000000 Bourbon 101 10114122 230 PM Nan Stock Spirits
(] TEST ltem1 TEST llem? 920122 11:47 AM Parent Spirits
Test item Test item 922212 PM Stock SCC Spirits
o Test WM Non Stock Spirts Test W Non Stock Spirits Q822308 PM MNan Stock Spirits
TESTITEM1 TEST 9/68/22 11:08 AM SCC Accessories
] A121222 Malbec -Argentina 81522 7:09 PM Non Stock Wines
-] 2002100 JACK DANIELS SPL 81222 6:50 PM Non Stock Spirits -

The Filters Section will appear.
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5. Enter the desired search criteria. Users can enter information in any of the
following fields to locate a previously submitted item request:

Field Name

Field Type

Input

Instructions

Saved
Search

Dropdown

User

Default is “My Products.”
Any custom searches saved by the user are
displayed here.

Product

Text

User

Type the product value (for example,
Universal Product Code (UPC)) that was
entered when submitting the item.

This is the most precise way to search for an
item request.

Status

Dropdown

User

Choose from the following options:
e Draft

Submitted

In review

Accepted

Rejected

Information requested

Category

Dropdown

User

Select category for the item request to
narrow the search (Parent, SCC or Non-
stock).

Last Saved

Date

User

Select a date range from the calendar to
narrow the search by the last time the item
request was saved.

Created By

Text

User

Default is the email address of the user who
is logged into the Supplier Portal.

Delete the email address to see all the
supplier’s items, regardless of who entered
them.

Note: In this example, we have selected a category.
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6. Click Search.

Manage Products E

Search ) | Hide Fitters
Filters t Save Actions w View w  # # 53 | Update Products &
Saved Search Status Product Description Last Review Message Last Saved Category
My v
[} 100121212 WHISKEY -TEST 1011422323 PM  Parent Spirts
Keyword (] Bourbon 102 10000000002 101422 261 PM Non Stack Sy
(-] Bourbon 101 101422230 M Non Stack Spirits
Product _ .
] Non _Stock Spirit 3 10141226:58AM  Non Stack Spirits
] EST tem1 TEST ltem1 92022 1147 AM  Parent Spints
Status
v ] Test Parent Spirit Test Parent Spirt 9/19/22748AM  Parent Spirts
I Category I -] Test SCC Test SCG Spirit 2 Stock SGC Spirits
PaentWnes bl Test tem Test tem Stock SCC
Last Saved
- o st Non Stock Spiit Test Non Stock Spiit Non Stock Spirits
. °
] test mandatary UDA3 test mandatory UDA3 Stock SCC Spirits
Created By
Q (] Test Mandatory UDA1 Test Mandalory UDAZ Parent Spints
[-] Test WM Non Sto: Test W Nen Stock Spirits 918/22 3.09 PM Non Sto:

The Search Results will display.

7. Click Done to exit.

Manage Products Iml

Search Hide Fiiters
Filters Reset Save  Acons w Vieww < # 77 | UpdateProducts | [
Saved Search Status Product Description Last Review Message Last Saved Category
My Products ~ —
BARE WINE 7422 1115AM  Parent Wines
Keyword [] E2E-005-01.4 Round Pond Estate Sa 619122 AM Parent Wines
Q 000001234 Dominic’'s Wine This item is rejected 6/7/22 1:51 PM Parent Wines
Preduct
(] E2E-005-012 Gward Chardonnay Russian River Valley 2015 6/6/22 B:07 AM Parent Wines
m E2E-005-01.1 Girard Chardonnay Russian River Valley 20 & 21 AM Parent Wines
Status
v WINE1 6/3/22 4208 PM Parent Wines
Category ] Ablend of red wines from Califomia 53122556 PM  Parent Wines
Paren = - C.
arenimes hd Ablend of red wines from California 5 8PN Parent Wines
Last Saved —

test pleb item number 53022 1058 AM  Parent Wines

Rows Selected 1
Created By

Search

Note: Click Hide Filters to hide the filters and return to the default view.
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Create Saved Search on Manage Products Screen

After performing the search, users can save the search to use it each time they access
the Manage Products Screen.

Follow these steps to save the custom search.

Link to eLearning video: Searching on the Manage Products Screen and Saving the
Search

1. Enter [Search Criteria] in the Filters Screen.

2. Click Save at the top of the Filters Screen.

Manage Products m
Search \ | Hide Filters
Filters ?.“--'—I Actions w View v 4/ 7 | Update Products | [¥
Saved Search Status Product Description Last Review Message Last Saved Category
My Products v
123456 BAREFOOT WINE
Keyword
o This item is rejected
Product
L]
Status
Category (] 531722 5 58 PM
Parent Wines v —_ 5/39/22 4:58 PM
Last Saved
- Testnewuda test pich iter 53022 1058AM  Par
! e
Rows Selected 1
Created By
Search
pennsylvania
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3. Type a Name for the saved search.

4. Check Set as Default box to save the search as the default if required.

5. Click OK.

Create Saved Search

[ tame [Parersne ]

[] Setas Defaut

Note: The saved search displays as an option in the dropdown next to Saved Search.

Manage Products

Search | Parents Wine Hide Filters

Filters Reset Save

Actions w Vieww 4 F [l.hda.llmm =

Status Product

Description Last Review Message

Last Saved

Category

i" 123456 BAREFOOT WINE 7422 1115 AM Parent Wines

© E2E.005.014 Round Pond Estate Sauvignon Blanc Ruther 6922745AM  Parent Wines
CaseSensitiveSupplierStageCritera
mm;";ﬁ’“w"’“ o 000001234 Dominic's Wine: This item is rejected B722161PM  Parent Wines
SupplierStageCiter
s L] e £2€.006.012 Gicard Chardonnay Russian River Valley 2015 G6122807AM  Parent Wines
getSupplierStageRowVC: _
— E2E.005-01.1 Girard Chardonnay Russian River Valley 2015 6B122721AM  Parent Wines
Manage
| T DIAGED_WINE1 DIAGEQ_WINE1 6U22408PM  Parent Wines
Catgory [ Ron's Betler Wine Ablend of red wines from California SA122558PM  Parent Wines
| el { 5. I = Ron's Wine Ablend of red wines from Galifornia 53122458 FM  Parent Wines
Last Saved —

P Testnewuda fest picb tem number 5/30/22 1058AM  Parent Wines
|m-‘u.‘,-ynmma @ | - | midyy hmm a

Rows Selected 1
Created By
[ a
Search
ﬁ. . pennsylvania

LIQUOR CORTROL BOARD

Page 40 of 43



Supplier — Oracle Supplier Portal Basic Navigation

Quick Reference Guide

PROJECT\)
NEW

E
HORIZON

Wildcard Search Queries %

When entering search values, users can apply the percent sign (%) as a wildcard to
search for generic items. For example, to search for all orders beginning with 8 and
contains the number 5 (such as 80003715, 80003156), enter “8%5” in the Order Field.

The % wildcard does not control the number of wildcard characters. The search logic
attempts to find matches containing values in any position. Below is an example.

Link to eLearning video

ORACLE

Manage Orders @

: Perform a Wildcard Search Query in Oracle Supplier Portal

Headers  Schedules
4 Search Advanced = Manage Watchlist | Saved Search  All Orders ~
Sold-to Legal Entity v I Order | 8%5 I
Bill-to BU Status ~
Supplier Site v Include Closed Documents  No v
Reset || Save...
Search Resuits
Actions w View v Formatw T [IF " Detach
Order Order Date  Description Supplier Site Buyer Ordered Currency Status Life  Creation
Cycle Date
80003715 9121122 P-KY-LOUIS-03 NO DATAAVAIL... 8,128.26 USD Open ] 9/21/22
80003615 a2z P-KY-LOUIS-03 NO DATA AVAIL 12,996.18 USD Open i 722
© . 80003538 91522 P-KY-LOUIS-03 Bhagavatula, C 12,996.18 USD Open ] 9/5/22
© - 80003532 81/22 P-KY-LOUIS-03 NO DATA AVAIL 12,996.18 USD Open i 91122
80003531 9/1/22 P-KY-LOUIS-03 NO DATA AVAIL. 12,996.18 USD Open ] 91722
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Overview of Profile Management

Suppliers can also manage their data including profiles, bank, address and contact
information using the Supplier Portal.

Link to eLearning video: Overview of Profile Management

1. Navigate to the Welcome Springboard.

2. Click Supplier Portal Tab, then click the Supplier Portal Tile.
ORACLE

Good evening,

Supplier Portal Tools Others

-

Supplier Portal

3. Click Manage Profile under the Company Profile Section.

« Manage Agreements

Supplier News
Attention Suppliers:

Shipments

SRR S A fow updates are needed to your Supplier Profile to facilitate communication between your organization and
« Create ASN the PLCB. Instructions for each of these tasks can be found in the Updating Supplier Profile using Supplier
i Portal Quick Reference Guide. Please take the actions below as soon as possible.
« Create ASBN
1. All suppliers are encouraged to establish an administrative contact in the new Oracle Supplier Portal as

* Upload ASN or ASBN a designee to receive PLCB communications for your organization. Use steps 12-14 on pages 5-7 in
« View Receipts the Quick Reference Guide to make this update.
« View Returns 2. The administrative contact should designate an accounts receivable role to one of the contacts
associated with your supplier profile. The accounts receivable contact will be the single person to
Bailment Inventory receive the remittance advice report that was mistakenly shared with an overly broad audience last

month. Use steps 12-14 on pages 5-7 in the Quick Reference Guide to establish the AR contact.

+ Review Consumption Advices 3. Finally, please update the Tax Organization Type from “unknown" to a valid value for your company (S
Corporation, etc.). At present, the portal is experiencing issues updating supplier contact information for
suppliers with no valld tax organization type entered. Use step 20 on pages 12-13 in the Quick

« Review Bailment Inventory Transactions Reference Guide to complete this task.

« Review Bailment Inventory

Invoices and Payments Thank you for your prompt attention to this matter.

« Create Invoice

« View Invoices Please an contact in your Supplier Profile

+ View Payriients The administrative contact is the person in your who will receive

ges from the PLCB.

Negotiations
Attention Suppliers: Remember to select Submit when updating your profiles.
« View Active Negotiations
Remember to select Submit after making updates to your supplier profile. Selecting Submit will send your
change requests to the PLCB for review and approval. Changes are not made to your supplier record until they
have been approved by the PLCB

+ Manage Responses

Products
Thank you!

« Manage Products

Company Profile

I « Manage Profile I
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4. Select the desired tab to make the changes to, then click Edit.

ORACLE =)

Company Profile @ [ £ait | oone |

Lact Change Request 444001 Requested By Hagan, Brenda Change Description  added a new contact

R tDate 10/3/22
Request Status  Processed equest Date

Organization Details  Tax Identifiers Addresses Contacts Paymenis  Business Classifications ~ Products and Services

4 General
Company JIM BEAM BRANDS CO Tax Organization Type Unknown
Supplier Number 01646 Status  Active

Supplier Type  Licensed Attachments None

4 |dentification

D-U-N-S Number National Insurance Number
Customer Number Corporate Web Site
sic

4 Corporate Profile
Year Established Chief Executive Title

Mission Statement Chief Executive Name

Note: For detailed steps on profile management, refer to the Supplier - Manage
Supplier Data in Oracle Supplier Portal QRG.
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